
CHAPTER 4

AFLOAT REPORTS

In the preceding chapter we discussed the way
the fleet receives its funds and what the fleet
accounting and disbursing center (FAADC)
provides you to help maintain your records.

In this chapter we discuss the reports you
submit to the FAADC to report the obligation of
those funds made available to your ship or unit.

Most of the procedures for preparing these
reports are discussed in Storekeeper 3 & 2,
NAVEDTRA 10269-K1. With that in mind, this
section deals with your responsibilities as a
supervisor or prospective supervisor in reviewing
and auditing these reports before submission.

The Financial Management of Resources
(Operating Forces), NAVSO P-3013, and the
NAVSUP P-485 are the main references that
apply to this chapter. Other applicable references
include the Afloat OPTAR Recordskeepers
Guide, NAVSO P-3073, and for Navy Stock Fund
(NSF) class 207 ships, the Financial Handbook
for Mechanized Tenders, Repair Ships, and
Combat Stores Ships, NAVSO P-3526. All these
references provide valuable information to help
in the preparation of various afloat reports and
returns.

AUDITING REPORTS

One definition of auditing is an examination
of reports and the supporting evidence. In
auditing shipboard reports, this is exactly what
you must do. Each report submitted is backed up
by supporting documents or other reports. It is
your job to make sure both the reports and their
supporting documents are correct.

REQUISITION/OPTAR LOG

The Requisition/OPTAR Log, NAVCOMPT
Form 2155, is the most important source
document maintained by you, as a Storekeeper,
for your ship or unit. The Requisition/OPTAR
Log reflects all transactions affecting your ship’s

OPTAR funds and is the primary accounting
record for all financial reports.

The columns on the log as well as procedures
for making the transaction entries are explained
in Storekeeper 3 & 2, NAVEDTRA 10269-K1.

The auditing of the Requisition/OPTAR Log
is principally a matter of totaling the columns of
the log. OPTAR holders not operating under
SUADPS procedures should balance the log twice
a month on the 15th and the last day of each
month in conjunction with the submission of the
OPTAR Document Transmittal Report, NAV-
COMPT Form 2156. The only exception to this
submission routine involves Mobile Construction
Force and the Naval Reserve Mobile Construction
Force; both submit the OPTAR Document
Transmittal Report three times a month on the
10th, 20th, and the last day of each month.

When computing the balance of the log the
following formula should apply:

“The cumulative total of the OPTAR,
Increase or Decrease column, less the net
cumulative total of the Estimated Cost
Chargeable columns, plus or minus the net
cumulative total of the Difference columns
should equal the Balance column total.”

Figure 4-1 illustrates a typical Requisition/
OPTAR Log. Following the formula above you
should find the balance of the example to be
correct.

$25,000.00

-8,661.43

– 135.70

$16,202.87

OPTAR grant (Increase or De-
crease column)

Cumulative total of Estimated
Cost Chargeable columns

Cumulative total of Difference
columns

Balance of log

4-1



Figure 4-1.—Requisition/OPTAR Log.
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Figure 4-1.—Requisition/OPTAR Log—Continued.
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As the OPTAR document transmittal report and
the Budget/OPTAR Report (BOR), NAV-
COMPT Form 2157, are discussed later, the
Requisition/OPTAR Log, figure 4-1, will be used
to verify the amounts being reported and the steps
you should take in auditing the reports.

DOCUMENT TRANSMITTAL REPORT

The OPTAR document transmittal report is
submitted to FAADCLANT or FAADCPAC on
the 15th and last day of each month except for
NSF class 207 ships that submit the report on the
last day of each month only. Figure 4-2 gives a
frequency chart on the submission of the
NAVCOMPT Form 2156.

The information required for the submis-

fi le 1 (obligations) and holding fi le 2
(cancellations). It is not necessary to submit
an OPTAR document transmittal report for a
period when no transactions have occurred,
but the number of the next transmittal sub-
mitted will be one higher than the last number
submitted and will cover the entire period
since the last submission.

While auditing, do the following:

. Make sure the same calendar day is not
shown on two consecutive reports.

. Count the number of documents to be sure
the transmittal accurately reflects the actual
number sent.

. Be sure an adding machine tape for each
caption is attached to the transmittal and verify

sion of the report is obtained from holding the tape.

Figure 4-2.—Frequency of submission of the OPTAR Document Transmittal Report, NAVCOMPT Form 2156.
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l Audit the Remarks block to be certain
listings being returned to the FAADC are listed
on the report.

The amount entered on the total net money
value line of the OPTAR document transmittal
report must equal the difference between the
current and last reporting periods totals of the
Estimated Cost Chargeable columns of the
Requisition/OPTAR Log; for example:

$8,661,42

–8,100.70

560.72

Cumulative total of Estimated Cost
Chargeable columns as of transmittal
009/1

Cumulative total of Estimated Cost
Chargeable columns as of transmittal
008/1

Difference in log or total net value of
transmittal

When there is a difference between the total
net money value figure and the total obtained in

balancing the log, you should recheck the entries
made in the log against the documents in holding
files 1 and 2 to make sure of the following:

l All adding machine tapes are correct.

. APA obligation documents are properly
logged with no money value in the Estimated Cost
Chargeable columns.

l Summary difference list figures are
not considered as obligations reported to the
FAADC.

l APA obligation documents are not
included in holding files 1 and 2.

. APA to NSA and NSA to APA migrations
have been correctly logged and documented.

Figure 4-3 illustrates an OPTAR document
transmittal report that is ready for submission.

Figure 4-3.—Balancing and verification of the Total Net Value caption of the OPTAR document transmittal report.
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SUPPLY, EDIT, AUDIT, AND
SIM SYSTEM

Supply, edit, audit, and SIM (SEAS) system
(previously Afloat Consumption and Cost
Effectiveness Surveillance System [ACCESS]) is
a computerized data collection and analysis
system. This system was developed to provide
readily available material consumption and
financial information for efficient supply
management at the shipboard, fleet, and TYCOM

levels. Consistent with the input data obtained and
processed, the SEAS system periodically provides
FLTCOMs, TYCOMs, and ships with various
computerized reports. These summaries are
significant aspects of supply and management
data required for more effective management of
materials and funds. The reports, which are
tailored to the needs of management at each level
of command, focus attention on the elements of
greatest importance and facilitate the identifi-
cation of problem areas. (See fig. 4-4.)

Figure 4-4.—SEAS management data.
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Purpose of the SEAS System Data Inputs

The SEAS system is designed for the general
purpose of providing a supply interface with the
3-M Systems and to do the following:

. Provide a means for measuring and
evaluating supply readiness at various
management and command levels

l Provide current and factual information
concerning shipboard material consumption,
inventories, and deficiencies for substantiating
fleet budget requirements

l Provide complete visibility of all afloat
supply and financial management information to
permit comparisons of identically defined and
recorded data elements among all classes of ships
in all types of commands of both fleets

l Reduce and facilitate afloat efforts to
achieve and maintain a satisfactory state of supply
readiness

Unless otherwise directed by the cognizant
TYCOM, the SEAS system procedural instruc-
tions provided in the NAVSUP P-485 are
mandatory for all nonautomated end-use ships.

Ship’s Role

The input documents submitted by ships to
cognizant TYCOMs provide the principal source
of information for the SEAS system. Since the
benefits to be derived from the SEAS system will
be directly proportional to the extent and validity
of information provided, it is an important
responsibility of senior Storekeepers to make sure
input document transmittals are timely and the
data submitted is accurate, complete, and legible.

Based on the input data provided, each ship
periodically will receive from the TYCOM certain

The SEAS system requires each nonautomated
end-use ship to provide input to the cognizant
TYCOM regarding material consumption by
using the green copies from NAVSUP Forms
1250-1 and 1250-2. Another source of data input
to the SEAS system is the Naval Supply Center,
Oakland, master DIAL record that is described
in the NAVSUP P-485.

Supply officers should make sure all data is
submitted correctly into the SEAS program. You
must submit all green copies to the 3-M
coordinator before sending them to the TYCOM
on the 15th and the last day of the month.

The types of transactions that you must send
are all consumption and repair parts, including
DTO and issues from stock of NSA, APA, DLA,
AND DLR material. Specifically, all main-
tenance-related consumption documents citing
_B, _R, or Y6 fund codes must be provided.

The green copies of consumption of
maintenance-related consumables pertain to any
consumable listed in section A, part III, of the
COSAL that is considered by definition a repair
part. This material meeting the following criteria
may be considered maintenance-related
consumables and fund code _ R should be cited
on the consumption document:

. Material consumed in the performance of
a maintenance action on a ship’s equipment or
a discrete ship’s system, exclusive of cleanup or
setup. Such material includes welding rods,
acetylene, oxygen, bar stock, and solder.

. Material that remains an integral part of
the equipment or system when it is placed back
in operation.

Non-SEAS Transactions

tabulated reports of summarized supply and
financial information that will assist the supply

Materials that are used up by the operation

officer and commanding officer to identify
of the equipment or system are not maintenance-

problem areas and to evaluate the effectiveness
related consumables. Some of thsee materials and

of the ship’s inventory control and financial
items can include fuel, lube oil, chemicals, light

management procedures. Careful evaluation of
bulbs, material required for stock, initial

these reports enables the supply officer to
outfitting requisitions, and dry cell batteries.

determine the causes of material excesses and
deficiencies; to evaluate the adequacy of the Source Documents
COSAL; and to initiate timely remedial actions
to achieve and maintain a satisfactory state of The NAVSUP Forms 1250-1 and 1250-2 are
supply readiness. the basic source documents for the SEAS program
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data input. The data on these forms that is col-
lected by the automated data processing (ADP) sys-
tem must be filled in by shipboard personnel before
transmitting the SEAS report to the TYCOM.

To make sure the green copies of all these
forms have been properly processed since the
previous transmittal to the cognizant TYCOM,
you should do the following:

. At least 24 hours before the required
submittal date you should, with the supply officer,
review all green copies. This is to make sure the
SEAS data entries are complete, accurate, and
legible. Since the source code identifies the basis
or means of material availability at the time an
item is requested, and because it is significant to
the TYCOM in evaluating the ship’s supply
readiness, you should make sure the proper
source codes have been assigned to each docu-
ment per the NAVSUP P-485. Upon completion
of your and the supply officer’s reviews,
documents not required by the TYCOM should
be discarded. For example, the green copies of
nonequipment-related consumables should be
discarded. In figure 4-5, SEAS data elements are
distinguished by vertical lines, maintenance data
system (MDS) data elements are distinguished by
horizontal lines, and data elements common to
both the MDS and the SEAS system are dis-
tinguished by crossed diagonal lines.

. Immediately upon completion of the above
action, all maintenance-related documents will be
batched and counted. After the count has been
recorded, these documents will be forwarded to
the 3-M coordinator for review. This is to make
sure all required MDS data entries are complete,
accurate, and legible. The 3-M coordinator will
complete his or her review and return all docu-
ments to you within 24 hours.

Upon receiving all the completed green copies
of NAVSUP Forms 1250-1 and 1250-2 from the
3-M coordinator, you should submit them to the
TYCOM by mail. This should be done within 1
workday after the 15th and last day of the month.
It is important that the consumption data for the
last period of the month be received by the
TYCOM in sufficient time to be included in the
TYCOM’s next monthly SEAS report. See figure
4-6 for an example of this report. The completed
documents will be segregated by fund category.
These documents are accompanied by a letter of
transmittal prepared in the format expressed in
figure 4-7. Finally, the report is mailed to the
TYCOM.

BUDGET/OPTAR REPORT

The Budget/OPTAR Report (BOR), NAV-
COMPT Form 2157, serves a dual purpose. Sec-
tions A and B report OPTAR data to both the

Figure 4-5.—Consumption document.
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Figure 4-6.—Sample SEAS effectiveness/consumption report.

Figure 4-7.—SEAS letter of transmittal.
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Figure 4-8.—Sample message BOR.
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FAADC and to the TYCOM. The principal
sources of data required in the preparation of the
BOR are the balanced Requisition/OPTAR Log
and the retained copies of the OPTAR document
transmittal report.

Section A OPTAR Data

The data for section A of the BOR is taken
from the Requisition/OPTAR Log. Assuming
that your log is properly maintained, the prep-
aration of this section of the report is simply a
matter of transferring the balance figures, by fund
code, from your log to the BOR.

Care should be taken to avoid transposing
figures in the balances when preparing this section
of the BOR.

Transmittal Letter Recap

The other data from section A of the report
is used by the FAADC to substantiate the
document transmittal reports it has received from
your ship. For example, the FAADC finds a large
discrepancy between the chargeable obligations
reported in section A and those reported on the
document transmittal reports received. By
referring to section A of the BOR, the FMDC
may find that a document transmittal sent by your
ship has been received.

Using figure 4-8, you can see transmittal letters
(TLs) 007/4 and 008/4 in section B were submitted
to the FAADC during December for fiscal year
1993. In matching the BOR against the actual TLs
received, the FAADC discovers that TL 008/4 has
not been received. You would then be requested
to resubmit a duplicate of the missing report by
the FAADC.

To determine whether your total obligations
reported on the TLs for the month agree with your
Requisition/OPTAR Log, subtract the total of
column 22 of the previous BOR from the total
of column 22 of the current month’s report. The
difference should equal the total of the current
TLs on the current report.

Items C and D are self-explanatory. By
referring to these items, the FAADC can de-
termine whether your OPTAR grant has been
increased or decreased since the last report. The
BOR also informs the FAADC whether dif-
ferences reported in section A reflect the
last differences listing sent to your ship for
processing.

Section E TYCOM Data

Section E of the BOR provides information
for the TYCOM regarding any funds expended
for charter and hire. Figure 4-8 shows how to fill
out section E for charter and hire expenses.

Balancing the Budget/OPTAR Report

The BOR is balanced by subtracting the total
amount for column 24 from the OPTAR grant
FYTD amount in caption C of the report. The
result obtained should equal the Balance column
total of the Requisition/OPTAR Log.

Prior Fiscal Year Budget/OPTAR
Reports

Except for special circumstances cited in
Financial Management of Resources (Operating
Forces), NAVSO P-3013, the BOR is submitted
each month for the 12-month period of the current
fiscal year and for 24 months thereafter. Figure
4-9 gives a frequency schedule for the submission
of the BOR. The only time a report is required
is to report submission of confirmed supply
system cancellations and when listings are received
from the financial centers.

The preparation of the BOR for prior fiscal
years is the same as for the current fiscal year.

Message Reports

Except when the ship or unit is in the
immediate vicinity of FAADC or during periods
of message minimize, a message report of the
BOR data will be submitted instead of the BOR.
The message report will be submitted to the
FAADC, with a copy to the TYCOM, by no later
than the second day of the month following the
end of the month being reported. Current and
prior year OPTAR reports and any other related
information prescribed by the TYCOM will be
included, but each OPTAR and other specific
categories of information will be reported in
separate paragraphs of the message. When a
message report is submitted, a confirming BOR
will not be submitted. The message will be
prepared in the format shown in figure 4-8, with
the obligation data in columns 21, 22, 23, and 24
corresponding to similar column headings on the
BOR.

4-11



Figure 4-9.—Decision chart showing when a Budget/OPTAR Report is required to be submitted.

SUMMARIES

The preparation of summaries is the method
used to effect necessary adjustments between
appropriations, subheads, operating budgets, and
cost centers. There are two types of summaries
in use by operating units and they are A and B
summaries.

All summaries are prepared on the Summary
of Material Receipts/Expenditures, NAVCOMPT
Form 176. It must be received at the FAADC on
or before the 5th of the month, following the
month that the issues or transfers were made.

A Summary

The A summary is
between appropriations,

used to adjust funds
subheads, or operating

budgets. The submission of an A summary results
in the FAADC making a credit adjustment to the
operating budget of the TYCOM of the unit mak-
ing the issue and charging the TYCOM operating
budgets of the ships receiving the material. While
there are many transaction types that would result
in the preparation of an A summary, the ones you
will most likely encounter are the issue of charge-
able-type ship’s material to a ship, unit, another
fleet, TYCOM, or to embarked aviation units.

Figure 4-10 illustrates an A summary prepared
by USS America (CV-66), UIC V03366, charging
the OPTAR of USS Marion Francis (LPA-249),
UIC V01771, for issues made to them during the
preceding month. While the credit entry indicates
that USS America made the material issue, it will
be the TYCOM’s operating budget that actually
receives the credit.
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Figure 4-10.—Summary of material receipts/expenditures for A summary.
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B Summary

The B summary, figure 4-11, is preparedin
the same way as the A summary. It serves as a
means to provide statistical a c c o u n t i n g
adjustments (nonchargeable) between transferring
and receiving UICs within the same appropriation
accounting classification.

Your most frequent use for the B summary
will be to report the issue of both chargeable-type
and ship’s material to ships of the same TYCOM
that are in the same FYDP or budget activity.
Figure 4-11 reports the transfer of four items from
USS Wichita (AOR-1) to USS Hull (DD-945) and
USS Grey (FF-1054), both assigned to Com-
mander Naval Surface Force Pacific (COM-
NAVSURFPAC). The transfer of chargeable
items between ships of the same TYCOM has no
actual effect on the TYCOM’s operating budget
since the credit was made against funds in the
same operating budget as the charge.

SHIP’S INTERNAL BUDGET

The establishment of a departmental or ship’s
budget provides a method for the most equitable
distribution to the ship’s departments of OPTAR
funds granted to the ship. Although these reports
are not required, they are established at the
discretion of the TYCOM or commanding officer.
The TYCOM’s funding policy and the command-
ing officer’s prior experience will be factors that
will influence which of the reports described in
this section will be used, if any.

OPTAR BY MAJOR BUDGET
CATEGORY REPORT

Some ships receive their OPTAR from the
grantor with separate authorizations by major
categories; for example, repair parts, equipage,
and all others, including consumables. When
funds are received with such targeted restrictions
placed upon them, the ship’s OPTAR by major
budget category report is a handy and useful
method of determining and reporting the status
of these separate categories of funds. This report
is a prerogative of the ship’s commanding officer,
should he or she desire it. The use of this report
is not recommended except in those cases where
the TYCOM issues the ship an OPTAR with
separate authorization or restrictions by material
category. When the report is used, the supply
officer will be responsible for the maintenance of
the records and preparation of the report.

DEPARTMENTAL BUDGET REPORT

When the ship’s departmental budget report
is used, it is prepared by the ship’s supply
department to provide information on the use and
status of the ship’s OPTAR by individual ship
department and for the ship as a whole. The
report shows for each of the ship’s individual
departments the dollar amount of all stock issues
and DTO requisitions made in the current period,
the total amount of OPTAR usage (both issues
from stock and DTO requisitions) made in the
current fiscal year, and the unused amount of the
allocated OPTAR funds presently available for
requisitioning storeroom stock. The ship’s
departmental budget report described in this
paragraph is not required by the FLTCOM or the
official fleet accounting system. However, the use
of either this report or a modification thereof is
recommended. When it is desired to budget for
consumables only at the departmental level, this
report may be modified accordingly.

Since differences calculated by the FAADC
are reported to OPTAR holders in summary
amounts and only line item transactions with
substantial difference amounts are shown, the
differences cannot be determined by individual
ship departments. In addition to providing for the
allocation of a portion of the ship’s OPTAR to
each of the ship’s departments, this report
provides for the allocation of a portion of the
OPTAR grant on a shipwide basis to cover the
differences received. Figure 4-12 shows the
recommended format for preparation of the ship’s
departmental budget report.

When the ship’s departmental budget report
is used, it should be prepared on the 15th and the
last day of the month—concurrent with the
preparation of the current fiscal year’s OPTAR
document transmittal report. It should be
prepared for the commanding officer with a copy
for each of the ship’s departments.

Repair Parts Budget

The departmental budget usually requires two
reports. One of these is the departmental budget
for repair parts. The repair parts budget is usually
made out for only four departments. You could
have more than four departments, it just depends
on what kind of ship you are stationed aboard.
The bigger the ship, the more the departments will
need repair part money. The usual four
departments are commanding officer, operations,
deck, and engineering. The supply department
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Figure 4-11.—Summary of material receipts/expenditures for B summary.
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Figure 4-12.—Ship’s departmental budget report.

Figure 4-13.—Equipage custody codes.
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does not get any repair part money. The money
supply gets is from issues of stock to these
departments. This money is used by supply to
order stock that has been depleted.

Other Budget

The second departmental budget report is for
other and equipage grants. This report is made
out at the same time that the repair parts report.
This budget money is divided up between every
department on the ship. In addition to the usual
departments you also could have some additional
headings such as vehicle rental, charter and hire,
habitability, damage control, and services. If your
ship issues consumables, you will have another
heading for stock. Only those ships in the fleet
having enough storage room make consumable
issues.

CONTROLLED EQUIPAGE

The term equipage refers to those noninstalled
and relatively durable items that are located in
operating spaces or other designated areas to
support recurring operational, maintenance, or
administrative functions, or to provide for the
health, comfort, or safety of the crew. Equipage
does not only include installed mechanical,
electrical, ordnance, or electronic equipment.
Equipage items generally are identifiable to end-
use application aboard ships to the extent that an
allowed quantity of the item can be determined
on an individual ship basis. The equipage items
will have an allowance equipage list (AEL)
number assigned.

The definition of controlled equipage refers
to those items of equipment that require special
management control because the material is either
essential for protection of life or relatively
valuable and easily convertible to personal use.
Controlled equipage generally is carried on board
in allowance quantities only. This requires special
inventory controls by the supply department.
Items that are classified as such are listed in the
NAVSUP P-485.

Designation of Controlled Equipage

The controlled equipage item list (CEIL) is an
item listing that the FLTCOMs developed jointly
for special inventory control. The items selected
to be managed as controlled equipage are cate-
gorized and listed as either signature or non-
signature required items in the NAVSUP P-485.

If the commanding officer or TYCOM does
not consider the CEIL in the NAVSUP P-485 to
be sufficiently inclusive, he or she may designate
as controlled equipage additional equipage items
that he or she deems necessary to be so controlled.
Also he or she may designate as signature required
any of the nonsignature required items listed in
the NAVSUP P-485 when he or she considers such
additional control to be necessary. Items desig-
nated by the commanding officer are identified
in a list prepared by the supply officer and
approved by the commanding officer. The original
of the list is retained by the supply officer and
a copy is provided to each department head.
When items are designated by the TYCOM, the
supply officer retains a copy of the TYCOM’s
directive and provides a copy to each department
head.

Custody Codes

Each equipage item listed in the AELs and
part III, section B, of the COSAL issued since
June 1973 is assigned a single alpha code that
indicates whether the item is controlled or
noncontrolled equipage. If controlled equipage,
the code also indicates whether or not custody
signature is required and the department(s)
normally assigned custodial responsibility. See
figure 4-13 for a list of custody codes.

When distributed by the SPCC, COSALs
having equipage items that are custody coded
will be accompanied with partially prepared
Controlled Equipage Custody Records, NAVSUP
Forms 306, for each item that has a custody code.
The NAVSUP Forms 306 are provided for use as
custody records, after other required data such
as department, card number, additional descrip-
tion, and serial numbers are entered.

Custody Record

The controlled equipage custody record is the
prescribed form for use as a custody record
and inventory control document for controlled
equipage in nonautomated ships. When items are
designated as controlled equipage by the com-
manding officer or TYCOM, the notation CO
DESIGNATED ITEM or TYCOM DESIG-
NATED ITEM, as appropriate, will be entered
on the top or bottom margin of the NAVSUP
Form 306.
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PREPARATION OF NAVSUP FORM 306.—
Unless NAVSUP Forms 306 are provided with the
COSAL, these forms are prepared (using a
typewriter or pen) in an original and one copy for
each item in the custody of each department head.
The original of each custody record, as well as
each duplicate for controlled equipage in the
custody of the supply department, is retained by
the supply officer. All other duplicate records are
given to the cognizant department head.

The NAVSUP Form 306, properly prepared
and with representative entries, is shown in figure
4-14. The following guidelines should be followed
in preparing the NAVSUP Form 306:

. Custody records are numbered consecu-
tively for each department.

. The responsible department is identified on
each custody record. When quantities of the same
item, such as typewriters or gas masks, are
prorated to two or more departments, prepare
separate records for each department showing the
numerical allowance for which each department
is responsible. For example, the following three
departments may have these allowances:
operations, 45 of 144; deck, 65 of 144; supply,
34 of 144.

. The NSN or NICN is shown when it can
be determined and, when applicable, the special
material identification code (SMIC) is shown.
Also show the cognizance symbol and appropriate
material control code for mandatory turn-in
repairable. When the NSN or NICN cannot be
determined, enter the manufacturers’ code and
part number, catalog number, or other identifi-
cation.

. The current unit of issue and unit price is
entered.

l The allowance authority must also be
shown.

The complete description of the item must be
shown including serial numbers when required.
The originals of the NAVSUP Form 306 are
maintained in any space that the supply officer
considers to be convenient and, when not in use,
are kept in a locked file.

POSTING.— Receipts and expenditures
should be entered promptly. Each entry must
show the date of the transaction, receipt or
expenditure document number, activity received
from or expended to, the quantity received or
expended, and the balance. When a signature is
required, each new balance must be attested by
the signature of the responsible head of
department.

Inventory

All controlled equipage items must be
inventoried annually during the 15 February
to 15 March time period and at other specific
times:

l

s

l

When ship is commissioned, inactivated,
or reactivated

Upon relief of department head
equipage in his or her department

Before the change of command
the discretion of new commanding
ficer

Annual inventories must be completed by
March so that postinventory action can

for

at
of-

15
be

accomplished in time to be reflected on the
equipage control/redistribution source document.
This may be required to be submitted as an
addendum to the TYCOM’s copy of the BOR for
March as per the NAVSUP P-485.

When a shipwide or departmental inventory
of all controlled equipage has been taken during
the 6-month period before 15 February, the
annual inventory requirements for the current year
are considered satisfied. When a departmental
inventory is taken upon the change of department
heads, the relieving and relieved department heads
take the inventory jointly. It must be completed
before the detachment of the relieved department
head.

PREPARATION OF INVENTORY.—
Before a physical inventory of controlled
equipage, you must have your personnel process
all receipts and expenditure documents and post
them to the applicable NAVSUP Forms 306. (See
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Figure 4-14.—Controlled Equipage Custody Record, NAVSUP Form 306.
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fig. 4-15.) The originals of NAVSUP Forms 306
applicable to items for which serial numbers are
required are reviewed to find out whether or not
serial numbers have been recorded. Any original
custody records that do not list required serial
numbers are annotated to indicate that serial
numbers must be determined during the prospec-
tive inventory. The custodial department heads
are advised to make the same notation, if
necessary, on their duplicate records. At least 1
month before 15 February, either you or the
supply officer should prepare an official notice
advising all department heads of procedural
details to be followed in conducting the annual
inventory.

IMPLEMENTATION OF THE INVEN-
TORY.— Each department head is responsible for
conducting the inventory of items in his or her
custody. A file of duplicate NAVSUP Forms 306
is used to conduct and record physical inventory
of these controlled equipage items. Each item
must be sighted and inspected for serviceability
by the person conducting the inventory. Any
differences between serial numbers and amount
of equipment recorded on the custody cards must
be investigated and reconciled. The date of the
inventory, the quantity inventoried, and the
signature of the person conducting the inventory
must be entered by pen in the inventory record
of the department head’s duplicate custody
record.

As the inventory progresses, or at the finish,
the inventory entries recorded on the department
head’s records should be transcribed to the
originals maintained by the supply officer. When
the inventory quantity of any item differs from
the originals, a recount or investigative research
is required as per the NAVSUP P-485.

Upon completion of the inventory, each
department head will submit a letter to the
commanding officer, with a copy to the supply
officer. When an inventory is held upon the
change of a department head, both the relieving
and relieved department heads must sign the letter.

DEFICIENCIES AND EXCESSES.— To ob-
tain more effective management of controlled
equipage assets, some TYCOMs maintain a com-
puterized program that is designed to accomplish
the following functions:

.  Afford ready visibility of existing con-
trolled equipage deficiencies and excesses

Match the reported deficiencies of one ship
with the reported excesses of another

Facilitate the redistribution of reported
excesses

Point up deficiencies of urgently required
items that no excesses are available for
redistribution

Input to this program, if maintained, is provided
by deficiency/excess reports that are required to
be submitted by the individual ship of the
TYCOM as per the reporting procedures and
format prescribed in the NAVSUP P-485.

Presentation Silver

Title 10 U.S. Code, section 7221, authorizes
the Secretary of the Navy to accept and care for
gifts of silver and other valuable articles. These
gifts or articles can be presented to a U.S. Navy
ship by states, cities, organizations, individuals,
or other sources. This presentation process serves
as the basic authority to expend operational funds
to care for these gifts. Presentation silver can
consist of a single item or a group of items. Other
valuable articles can consist of paintings,
portraits, original historical documents, engraved
clocks, and other items that the commanding
officer considers to warrant continuing account-
ability. The historical value and material worth of
such items require the maintenance of detailed,
current, and accurate inventory records for all
items of presentation silver and other valuable
gifts.

RECORDS.— A controlled equipage custody
record prepared in an original and one copy will
be maintained for each presentation silver or other
valuable gift. If all items included in a
presentation cannot be listed and properly
identified on one card, you will have to use a
custody card for each piece. Each custody card
will include the following information:

Custody department

Card number (consecutively assigned if
more than one on card)

A complete description of item(s)

Name of donor
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Figure 4-15.—Receipt procedures for controlled equipage requiring custody signature.
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.     Name of ship to which originally presented

.  Quantity of item

.  Condition of item

.  Date of receipt

.  Receipt document number

.   A photograph of each piece for presenta-
tion silver

l  Year that silver was appraised and the
value

PHYSICAL INVENTORY.— Physical inven-
tories of presentation silver and other valuable
gifts are required to make sure all items are
actually on hand and in good condition.
Presentation silver will be inventoried under the
same time frame and conditions as controlled
equipage. Other valuable gifts will be inventoried
under the following conditions:

.  Upon relief of custodian

.  Change of command

.  Upon inactivation of the ship

REPORTS OF INVENTORY.— On the
completion of an inventory of presentation silver
and of other gifts, the supply officer must submit
various reports. For a presentation silver
inventory, he or she must send a report to the
Naval Supply Systems Command (NAVSUP) as
per the following schedule:

1. An annual report is required for all sets
appraised at $90,000 or more.

2.  A biennial report is required on all other
sets on each odd year.

The report should be submitted by letter no
later than 20 March. See figure 4-16 for the typical
letter format. Reports that the supply officer must
send on other valuable gifts are sent to the
commanding officer and to the Curator for the
Navy.

Commanding Officer.— Upon completion of
an inventory of gifts, the custodian will report to
the commanding officer that the inventory has
been completed and send an itemization of any

missing or damaged items. For inventories
incident to change of command or inactivation
of the ship, the letter report to the Curator for
the Navy will suffice as the inventory report to
the commanding officer. When the custodian is
being relieved, both individuals will sign a letter
report to the commanding officer. The custodian
is also responsible for informing the supply officer
of any items reported damaged or missing.

Curator for the Navy.— Upon each change of
command and upon inactivation of the ship, an
itemized inventory report of gifts will be submitted
by letter to the Curator for the Navy as soon as
practical after completion of the inventory. The
report will include the following information:

.  Description and quantity of each item

l  Name of donor

.    Accession number assigned by the Curator
for the Navy

. Identification and explanation of any
damaged items

.   Copy of a completed survey for any item
that is determined to be missing or
destroyed

DAMAGE.— If a presentation item or other
valuable gift should become damaged, it will be
repaired if possible, even though the cost to do
so may not be considered economical. The cost
of these repairs is chargeable to the ship’s
OPTAR. If an item is damaged to such an extent
that it cannot possibly be repaired, it will be
surveyed as per the NAVSUP P-485.

MISSING OR DESTROYED ITEMS.—
Presentation silver items and other valuable gifts
that have been lost, stolen, or destroyed must be
expended by the means of a survey. The survey
action should be initiated as soon as the loss or
damage is discovered. A detailed description of
the circumstances relative to the loss or damage
will be included in the survey or with enclosures.
If an item is suspected of being stolen, the loss
should be reported, in letter format, to the Naval
Investigative Service Headquarters (NISH),
Washington, DC.

When an item of presentation silver is
determined to be missing or destroyed, a letter
report should be promptly submitted to NAVSUP
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briefly stating the known facts surrounding the
loss or destruction. The letter report should
contain, as  a  minimum,  the  fo l lowing
information:

Brief item description

Quantity of item(s) lost or destroyed

Name of designated custodian

Telephone number, if available

Statement regarding the feasibility of
replacement in the event the item is not
recovered

Figure 4-16.—NAVSUP Report 4001-1.

After a letter report has been sent, a survey, DD
Form 200, is required in all cases where loss of
presentation silver is involved. When a missing
or destroyed item of presentation silver is
surveyed, the original and one copy of the survey
will be forwarded immediately in a letter of
transmittal to NAVSUP for approval. When a
missing presentation silver item that has been
reported to NISH results in the issuance of a
report of findings, NAVSUP should be advised
so that a copy may be requested as required. Since
loss  o f  presentat ion  s i lver  can  be  an
embarrassment to the Secretary of the Navy,
action will be taken to replace the item with a
duplicate. All correspondence concerning the
replacement of the missing presentation silver will
be provided to NAVSUP.
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When a missing or destroyed gift item other ship, a copy of the completed survey form will
than presentation silver is surveyed, a copy be included in the inventory report as discussed
of the completed survey will be forwarded earlier. When a missing gift item has been
immediately in a letter of transmittal to reported to the NISH results in the issuance of
the Curator for the Navy. If a loss or damage a report of findings, the Curator for the Navy
of gift items is found during an inventory should be advised so that he or she can get a copy
or change of command or inactivation of a if desired.
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